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Technology Department. An electronic link to the agency’s website is acceptable if the

agency’s website contains the request for bids or proposals. See HF 2536.

In addition, agencies may wish to publish a notice of the procurement in a newspaper
or other publication. Publishing informs the public that you are purchasing something
and maintains the integrity of the competitive process. You may put advertisements
about a procurement in regular newspaper, but you may also want to place it in the
media appropriate to the type of procurement, such as trade journals. The timing of the
publication of the notice, the number of newspapers (if any) and duration of the
advertisement will depend on the cost and complexity of the procurement, time frame
of the project, and availability of qualified service providers. As a rule of thumb,
agencies are generally more likely to advertise notices in a newspaper when
procurements involve higher costs, are highly complex, or have large numbers of
potential service providers. If you are using federal money to help pay for the services,
there may also be federal requirements addressing advertising. Absent any specific
requirement for newspaper advertising that is applicable to your procurement, whether
to advertise in a newspaper varies depending on each individual procurement. Some
very high cost and highly complex procurements may not warrant advertising notice if
you know who all of the potential service providers are and can send each potential
provider notice of the Request for Proposal (RFP) directly. The bottom line is to figure
out how to get the word about the procurement out to as many potential service
providers as possible so that you will have a good field of proposals from which to
choose. If advertising in newspapers will not further that goal and there are no
applicable legal requirements for advertising, you may not want to spend the money on
an advertisement. The notice should include a brief description of the procurement,
the date on which the solicitation information will be available, how to obtain the
information and the contact person’s name and number. A Sample Notice to Bidders

is found at Appendix M.



4.3 NUMBER OF SERVICE PROVIDERS TO SOLICIT

Proposals should be solicited from a reasonable number of service providers. A
"reasonable” number is a judgment call determined by the characteristics of the
procurement, i.e. complexity, cost, number of available qualified service providers.
Enough service providers should be solicited to assure fair and open competition and
increase the likelihood of receiving a number of responsive proposals. Often less than
half of the firms that receive a solicitation document actually respond, so it is advisable
to distribute solicitations broadly.

If you are permitted to use an informal competitive process under 11 IAC chapter 106,
you should contact at least three firms. If you cannot locate at least three providers,
you must document the steps you took to identify at least three providers and maintain
the documentation in the contract file. See Chapter 5 — Purchasing Methods — for

more information on informal competitive processes.

4.4 TARGETED SMALL BUSINESS (TSB)

The “lowa Targeted Small Business Act” is codified at lowa Code sections 73.15
through 73.21. You should familiarize yourself with the provisions of this Act, but some
of the highlights of the Act are discussed here. lowa Code subsection 73.16(1) says
“Every agency, department, commission, board, committee, officer or other governing
body of the state shall purchase goods and services supplied by small business and
targeted small businesses in lowa. In addition to the other provisions of this section
relating to procurement contracts for targeted small businesses, all purchasing
authorities shall assure that a proportionate share of small businesses and targeted
small businesses identified under the uniform small business vendor application
program of the department of economic development are given the opportunity to bid
on all solicitations issued by agencies and departments of state government.” The
statute also directs agency directors to establish a procurement goal of procuring at
least ten percent of goods and services from certified TSB’s. See lowa Code section
73.16(2).
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